
S U B J E C T D ATE OF
S E C T I O N T I T L E S U B J E C T N U M B E R CURRENT POLICY*

L A B O R ATO RY MISSION 1 2 / 2 1 / 9 2

1 0 0 EMPLOYMENT REGULAT I O N S
Equal Opportunity and Affirmative Action 1 0 1 2 / 2 8 / 9 1
Employment Policies 1 0 2 9 / 2 0 / 9 3
New Employee Evaluation Period 1 0 3 9 / 2 0 / 9 3
Advertising Policy and Procedures 1 0 4 9 / 2 0 / 9 3
Application, Interview, and Selection Procedures 1 0 5 9 / 2 0 / 9 3
D e l e t e d 1 0 6 9 / 2 0 / 9 3
External Hiring 1 0 7 9 / 2 0 / 9 3
Internal Tr a n s f e r s 1 0 8 9 / 2 0 / 9 3
Performance Assessment 1 0 9 11 / 3 0 / 9 3
Substance Abuse 11 0 8 / 0 1 / 9 5
Employee Complaints 111 9 / 2 0 / 9 3
Discipline Policy and Procedures 11 2 11 / 3 0 / 9 3
Terminations:  Categories and Procedures 11 3 9 / 2 0 / 9 3
Reduction-In-Force 11 4 2 / 2 8 / 9 1
D e l e t e d ` 11 5 2 / 2 8 / 9 1
R e s e rv e d 11 6
Employees with Temporary Impairments 11 7 9 / 2 0 / 9 3
Employees with Disabilities 11 8 9 / 2 0 / 9 3
Acting Positions 11 9 9 / 2 0 / 9 3
Personnel Records 1 2 0 6 / 2 8 / 9 1
R e s e rv e d 1 2 1
R e s e rv e d 1 2 2
R e s e rv e d 1 2 3
R e s e rv e d 1 2 4
R e s e rv e d 1 2 5
D e l e t e d 1 2 6 7 / 1 4 / 9 5
Te s t i n g 1 2 7 9 / 2 0 / 9 3

Ta b l e s
100.I.ES&H Discipline—Violation Levels/Factors 9 / 9 1
100.II.Property Accountability Discipline 11 / 9 3

2 0 0 WAGE AND SALARY ADMINISTRAT I O N
Position Classification 2 0 1 11 / 1 2 / 9 3
Salary Determination and Review 2 0 2 11 / 1 2 / 9 3

Ta b l e s
200.I.Specialist Staff Member Series Levels 11 / 9 3
200.II.Structured Series Rate Table 1 0 / 9 4

*This is the last time a page was revised.  Other pages may have earlier dates.

Introduction Using the Manual General Contents

AM 002
September 15, 1995

Administrative Manual
Los Alamos National Laboratory



S U B J E C T D ATE OF
S E C T I O N T I T L E S U B J E C T N U M B E R CURRENT POLICY*

3 0 0 PAYROLL REGULAT I O N S
General Payroll Policies 3 0 1 11 / 2 0 / 9 2
Paydays and Paychecks 3 0 2 4 / 7 / 8 6
Shift Differential Pay 3 0 3 2 / 2 8 / 9 1
Overtime 3 0 4 11 / 2 0 / 9 2
H o l i d a y s 3 0 5 7 / 2 8 / 9 3
Special Allowances 3 0 6 7 / 2 8 / 9 3
Call Pay 3 0 7 5 / 8 3
On-Call Pay 3 0 8 8 / 1 / 8 6
Report Pay 3 0 9 11 / 1 2 / 9 3
D e l e t e d 3 1 0 2 / 2 8 / 9 1
Termination Pay 3 11 5 / 8 3
Va c a t i o n 3 1 2 7 / 2 8 / 9 3
Sick Leave 3 1 3 7 / 2 8 / 9 3
D e l e t e d 3 1 4 2 / 2 8 / 9 2
D e l e t e d 3 1 5 2 / 2 8 / 9 2
Job-Incurred Illness or Injury Leave 3 1 6 9 / 4 / 9 2
Military Leave 3 1 7 1 0 / 3 1 / 9 0
Leave Without Pay 3 1 8 2 / 2 8 / 9 1
Absence Without Leave 3 1 9 6 / 2 8 / 9 1
Authorized Leave With Pay 3 2 0 1 / 1 6 / 9 0
Court Leave and Jury Duty 3 2 1 1 0 / 3 1 / 9 0
Miscellaneous Excused Absences 3 2 2 5 / 2 3 / 9 5
D e l e t e d 3 2 3 2 / 2 8 / 9 1
Attendance Reports 3 2 4 1 2 / 2 1 / 9 0
D e l e t e d 3 2 5 2 / 2 8 / 9 1
Work Schedules 3 2 6 1 / 1 6 / 9 0
Family and Medical Leave ( N e w ) 327 8 / 1 7 / 9 5

Ta b l e
300.I.Attendance Codes 7 / 9 3

4 0 0 E D U C ATION AND TRAINING PROGRAMS
Continuing Education and Professional Development 4 0 1 11 / 8 / 9 1
In-House Training Programs 4 0 2 7 / 2 8 / 9 3
D e l e t e d 4 0 3 7 / 1 4 / 9 5
Local Tr a i n i n g 4 0 4 11 / 8 / 9 1
Tuition Assistance 4 0 5 11 / 1 2 / 9 3
Nonlocal Tr a i n i n g 4 0 6 7 / 2 8 / 9 3
R e s e rv e d 4 0 7
Educational Research Opportunity Program 4 0 8 1 0 / 3 / 9 4
Masters in Management Program 4 0 9 2 / 2 8 / 9 1
Advanced Study Program 4 1 0 11 / 1 2 / 9 3
Professional Research and Teaching Leave Program 4 11 11 / 1 2 / 9 3
Professional Renewal Leave Program 4 1 2 11 / 1 2 / 9 3
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S U B J E C T D ATE OF
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Return to Research Program 4 1 3 1 0 / 1 / 8 7
D e l e t e d 4 1 4 7 / 1 4 / 9 5
University of New Mexico/National Laboratory 

Professorship Program 4 1 5 7 / 2 8 / 9 3
Ta b l e

400.I.Eligibility for T r a i n i n g 11 / 9 1

5 0 0 INSURANCE AND RETIREMENT SYSTEMS
Benefit Programs 5 0 1 7 / 2 8 / 9 3
Retirement 5 0 2 7 / 2 8 / 9 3
D e l e t e d 5 0 3 7 / 1 4 / 9 5

Ta b l e s
500.I.Optional Benefit Programs 7 / 9 3
500.II.Eligibility for Employee Benefits 7 / 9 3

6 0 0 GENERAL ADMINISTRATION POLICIES
Approval Responsibilities and Signature Authority 6 0 1 7 / 2 8 / 9 3
Determination of Cost Classifications 6 0 2 1 0 / 3 1 / 9 0
Review and Approval for Funded Programs 6 0 3 3 / 2 9 / 9 1
R e s e rv e d 6 0 4
Laboratory/Campus R&D Program 6 0 5 2 / 2 8 / 9 1
External Auditors 6 0 6 9 / 4 / 9 2
D e l e t e d 6 0 7 7 / 1 4 / 9 5
D e l e t e d 6 0 8 6 / 2 8 / 9 5
Communications and Records Management 6 0 9 5 / 8 3
D e m o n s t r a t i o n s 6 1 0 6 / 2 8 / 9 1
D e l e t e d 6 11 7 / 1 4 / 9 5
D e l e t e d 6 1 2 7 / 1 4 / 9 5
D e l e t e d 6 1 3 7 / 1 4 / 9 5
Technical and Professional Societies 6 1 4 5 / 8 3
O fficial Visits and Meetings 6 1 5 6 / 2 8 / 9 1
Vi s i t o r s 6 1 6 9 / 4 / 9 2
Government and Private Ve h i c l e s 6 1 7 7 / 2 8 / 9 3
N E S T / A R G 6 1 8 9 / 4 / 9 2
Employee Aw a r d s 6 1 9 7 / 2 8 / 9 3
Special Employment Programs/Services 6 2 0 7 / 3 0 / 9 0

Group (HRD-2) Housing Policy
D e l e t e d 6 2 1 7 / 1 4 / 9 5
R e s e rv e d 6 2 2
R e s e rv e d 6 2 3
Wellness Center 6 2 4 6 / 1 / 9 2
D e l e t e d 6 2 5 3 / 2 9 / 9 1
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S m o k i n g 6 2 6 7 / 2 8 / 9 3
Chartered Committees: Staff Member Review 6 2 7 4 / 2 9 / 8 8
Access to Personal Information 6 2 8 11 / 1 2 / 9 3
Budgeted Collections 6 3 1 1 0 / 3 / 9 4

Ta b l e s
600.I.Chart of Authorities to Initiate Requests for

Materials and Service 7 / 9 0
600.II.Chart of Approval Authorities 6/91 & 5/95

7 0 0 EMPLOYEE RESPONSIBILITIES
Government Property 7 0 1 11 / 3 0 / 9 3
S e c u r i t y 7 0 2 9 / 4 / 9 2
Health, Safety, and Environment 7 0 3 9 / 2 7 / 9 1
G a r n i s h m e n t s 7 0 4 5 / 8 3
G a m b l i n g 7 0 5 5 / 8 3
University or Laboratory Names 7 0 6 5 / 8 3
Public Relations 7 0 7 5 / 8 3
Information Practices 7 0 8 1 0 / 1 4 / 8 8
Political Activities 7 0 9 5 / 8 3
Tape Recording of Conversations 7 1 0 8 / 3 1 / 8 9
Sexual Harassment 7 11 2 / 2 8 / 9 1
Employee Status Changes 7 1 2 1 2 / 2 1 / 9 0
P a t e n t s 7 1 3 8 / 9 / 9 1
Computer Software 7 1 4 7 / 2 4 / 8 6
Private Personal Property 7 1 5 2 / 2 8 / 9 2
Outside Employment: Employee Responsibilities 7 1 6 11 / 1 2 / 9 3
Outside Employment: Supervisor Responsibilities 7 1 7 11 / 1 2 / 9 3
Lectures, Seminars, Speeches, and External 7 1 8 11 / 1 2 / 9 3

Advisory Committees
Writing for Outside Publication 7 1 9 9 / 1 5 / 9 5
Gifts, Entertainment, Favors, and Kickbacks 7 2 0 7 / 2 8 / 9 3
Conflict of Interest:  Privileged Information 7 2 1 9 / 2 7 / 9 1
C o n t r a c t s 7 2 2 9 / 2 7 / 9 1
D e l e t e d 7 2 3 9 / 2 7 / 9 1
D e l e t e d 7 2 4 9 / 2 7 / 9 1
D e l e t e d 7 2 5 11 / 8 / 9 1
Outside Activities:  Te s t i m o n y 7 2 6 9 / 2 7 / 9 1
Conflict of Interest:  Cooperative R & D Agreements 7 2 7 9 / 2 7 / 9 1
Reliability Programs 7 2 8 6 / 1 / 9 4
Whistleblowers Policy for Reporting Improper Activity 7 2 9 11 / 2 0 / 9 2
Intellectual Freedom 7 3 0 1 0 / 3 / 9 4
Integrity in Research 7 3 1 1 0 / 3 / 9 4
Workplace Vi o l e n c e 7 3 2 4 / 1 9 / 9 5
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8 0 0 T R AVEL REGULAT I O N S
General Travel Policies 8 0 1 6 / 2 8 / 9 1
Travel Arrangements 8 0 2 6 / 2 8 / 9 1
Travel by Commercial Tr a n s p o r t a t i o n 8 0 3 5 / 1 8 / 9 0
Travel by Private Ve h i c l e 8 0 4 4 / 2 7 / 9 5
Lodging and Per Diem During Official T r a v e l 8 0 5 6 / 2 8 / 9 1
Incidental Travel Expenses 8 0 6 6 / 2 8 / 9 1
Leaves While on Official Tr a v e l 8 0 7 5 / 1 8 / 9 0
Medical Travel for Workers’ Compensation 8 0 8 5 / 1 8 / 9 0
D e l e t e d 8 0 9 5 / 1 8 / 9 0
Travel to Special Sites 8 1 0 5 / 1 8 / 9 0
Foreign Tr a v e l 8 11 5 / 1 8 / 9 0
A ffiliate Tr a v e l 8 1 2 5 / 1 8 / 9 0
Interviewee Tr a v e l 8 1 3 5 / 1 8 / 9 0
New Employee and Relocation Tr a v e l 8 1 4 5 / 1 8 / 9 0
Travel by Short-Term Employees 8 1 5 5 / 1 8 / 9 0
Change of Station 8 1 6 1 2 / 1 5 / 8 9

Ta b l e
8 0 0 . I . Travel Reimbursement Rates 5 / 9 0

ES&H POLICY 1 0 / 3 1 / 9 0

9 0 0 H E A LTH AND SAFETY
D e l e t e d 9 0 1 6 / 1 / 9 2
D e l e t e d 9 0 2 6 / 3 0 / 9 5
Fitness for Duty 9 0 3 6 / 3 0 / 9 5

1 0 0 0 M ATERIALS MANAGEMENT
General Policies 1 0 0 1 5 / 8 3
P r o c u r e m e n t 1 0 0 2 6 / 2 8 / 9 1
Supply and Distribution 1 0 0 3 4 / 2 / 8 5
Property Management 1 0 0 4 1 2 / 2 1 / 9 0
Tr a n s p o r t a t i o n 1 0 0 5 1 2 / 2 1 / 9 0

11 0 0 SPECIAL PROGRAMS
Special Employment 11 0 1 1 / 3 1 / 9 2
Skills Training Employment Program (STEP) 11 0 2 11 / 3 0 / 8 9
D e l e t e d 11 0 3 7 / 1 4 / 9 5
U n d e rgraduate Student Program (UGS) 11 0 4 2 / 2 8 / 9 2
University Cooperative Program (CO-OP) 11 0 5 11 / 1 2 / 9 3
Graduate Research Assistant Program (GRA) 11 0 6 1 0 / 3 1 / 9 0
Postdoctoral Research Program 11 0 7 5 / 9 / 9 5
D e l e t e d 11 0 8 5 / 9 / 9 5
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L o n g - Term Visiting Staff Member (LT V S M ) 11 0 9 11 / 3 0 / 8 9
Internship Program 111 0 11 / 3 0 / 8 9
The National Consortium for Graduate Degrees for

Minorities in Engineering, Inc., (GEM) Program 1111 11 / 3 0 / 8 9
R e s e rv e d 111 2
Teachers’ Summer Employment Program (TSEP) 111 3 11 / 3 0 / 8 9
Historically Black Colleges and Universities (HBCU) 111 4 1 0 / 3 1 / 9 0
Laboratory Associates 111 5 1 0 / 3 / 9 4
High School Education Cooperative Program 111 6 11 / 3 0 / 8 9

(HS CO-OP)
D e l e t e d 111 7 1 / 3 1 / 9 2
National Physical Science Consortium (NPSC) 111 8 8 / 3 1 / 9 0
University of California Personnel Assignment

Program (UCPA P ) 111 9 2 / 2 8 / 9 1
Retired Fellows 11 2 0 1 0 / 3 / 9 4

Ta b l e s
1100.I.Laboratory Special Employment Programs
1100.II.Laboratory Special Employee Benefits 7 / 9 3
1100.III. D e l e t e d

1 2 0 0 L A B O R ATO RY AFFILIAT E S
General Information 1 2 0 1 1 2 / 1 5 / 8 7
O fficial Vi s i t o r s 1 2 0 2 11 / 2 1 / 8 5
Guest Scientists 1 2 0 3 7 / 3 0 / 9 0
C o l l a b o r a t o r s 1 2 0 4 1 2 / 1 5 / 8 7
C o n s u l t a n t s 1 2 0 5 1 0 / 3 1 / 9 0
R e s e rv e d 1 2 0 6
Loaned Employees 1 2 0 7 11 / 2 1 / 8 5
R e s e rv e d 1 2 0 8
Consortia Appointees (AWU and NORCUS) 1 2 0 9 8 / 1 / 8 6
Military Research Associates 1 2 1 0 11 / 2 1 / 8 5
Service Academy Research Associates 1 2 11 11 / 2 1 / 8 5
Industrial Staff Members 1 2 1 2 11 / 2 1 / 8 5
Vi s a s 1 2 1 3 1 0 / 3 / 9 4

Ta b l e s
1 2 0 0 . I. Deleted
1200.II.Laboratory Affiliate Categories/Programs 1 0 / 8 5

SUBJECT INDEX 1 0 / 9 4
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